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tei 


1k>U» Adwiaistraitva Offices*. 


The *f tli* quest! one listed halo* is to assist tbs Management 

Staff I* daheiwlnia* for the DD/5 what stops Mifttot* taken to th* final 
dcprocssaing of separating «ralqr«t* to ia^Mf* that ttatr feas&sss *lth, or 
obligations to, the ifeacy, ftMmeUX or ether* is*, i* teadnated eimul- 
taneouely with their employment. 


1H*«e* 



Hood net be of * purely monetary R*fe*ro| they epply 
pro p erty, classified doeuaanta, books and B t n l la r 
for Agency retention. 


to diccuss 


of the h.aasgameat Staff 
questions with yea. 


2 . 


Vho ifi y«ttr division or staff is raapansibl* for arranging the final 
clearance and deproseasing of staff «plcy**a, military personnel, agents 
and other types at headquarter*? Who has this responsibility at yew 
field stations? 


deprocessing of such peraomal 

Drof^itdnrtai when mdi peap» 

contacts Bade, either 
the st*p-by-atep process 



k * 


What are poor procedures for clearance end 
when separating at headquarters? What are 
sstssmt separate in the field? Jflmas 
within your division or staff or elsewhere, 
followed ty the separating ewplayee or ageo 

B» your ehMMi and daproceesing procedure* apply also to employees 
going overseas? ?e employees going on S$RP? to «wployeea converting 
fro* V to OV funds? ?o employees converting f 'em staff espligree to 
staff agent status, or vice versa? transfer* hat wasp Office*? 

Is one individual in your division or staff responsible for all property 
issued to the coacponent? 


$• What records do you main ta i n of money, properly, cl a ssifi ed documents 
and othar Items which you issue to staff employees, military personnel, 
agents and other types? 

6* Row far in advance of the actual data of separation of an enployae do 
you normally receive notice of the separation? Row aeon da you notify 
the central adhdnistratlv© offices? 
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CONFIDENTIAL 


1 - sk.. . •' v 






Chief, AtalniatanatlTe Staff* OL 
C&iaf ; Supply Division r 

• ,T T; 

OsMmti SitfurAini otantl tetlAcs 


1. F*ra«rapha 7d(l) and 7« and 
Offiaa of ..losUtlM aa tfe* only 

that mt ba 


fan 9a. 81 raflaat tha 
{Mint rapafdlnc 
to tha 


8. Too an adri aad tint tha only reaoord aalutalaad In tha 
Off loo of Loclatloa of propaarty laauad to apsolflc tapligaea 
ia far that yn p ar iy ralaaaad on naaoraadun reeel pt or hud 
neoift dlreotly to tha aaplapnaa oc noan ad by an Offiaa of logla> 
tlaa oaMponant. Aooo*dlady» tha Offiaa of Lada ties' eartlfl- 
aation (or ala a rmoea ) aaata Inert on fan Bo. 81 lniloatoa only 
that tha raoarda nalntalaad in tha Offiaa of LogUtlaa yofEett 
:*> otrta tending p rop a rt y obligation on tha part «f tha florat 
ior vtMM eush w a rt l fl a ati a n la fumlabad. 

available to l|ngMid9tM ani * B *^*^ S ^* 



tiOMl a lanant to vhlah a^pOograa la aaal#Md. 


a. Baapocalbla effio aara of Band rjn rtan aantnULad 
ectlvitlee (a* defined 



pWp a rty baa boon laauad. 


non- 


k* Khan an a%i].u) aa obtain* nofMurpetndable Oovanawet 
pnporty fron another wg la y aa (ahaxhar or not tha aaybrya* 
ra l e aeln g tha p ro perty la tha raoponalbla offloar of raaari), 
It la aspaatad that tha anployae roleaalng tha p ro p er V rill 
pro tact tut r aopo oa lblilty t her afar tgr anaaa af a hand raoalyt 
w oomtinooua kwwladge of tha Xooatlon and mm of tha 
i«**f *?** tha p r op er ty ra aa rda of tha 
#«?;#' aha individual la ohargad with tha accountability 
raaponalblllty for all 



Approved For ReleQDNFlDiW^I^-RDP78-04718A002400290051-0 

IL 6 9716 a 



25X1A 






Approved For Release 2001/08/10 : CIA-RDP78-04718A002400290051-0 


iKBOH fOSi 



25 X 1 A 




I ■ . ; - ; 1; 

'*'r 


■ - **.,.*■• •* 


»*U •'*» ‘ 


Si# financial states of #«bj#ot employ*®# w ^o iiswaaferritsg 
or DlvSplm# i» a* 


£7 *, n?> outstanding advances. 

m * Advance account of $ y ****** *«««««**»** 

have been cub# i tied and ere in prooees. 


fl - Advance account of I ji accounting , 

^ y#t submitted for ta« foUowin* miewt 


for which act 


~ Dallnqttsnt Account I 

$m atUehed Justification* 


25 X 1 A 9 a 
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MBWfllDUR for 9 *imnsm Mriiim 
WSfKCTl 


ittfftSUES* 


25X1A 


trans farrad trm W ntirtnigw to 

aflTfcfit.lv ! - - 

Vyt fmv m eo rr aa ; ^oaSfliaa ragafiUig a'JsJaet's *W©t* ehcmld e 
fc ddb r v aa d to that off lea* 


25X1A9a 
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IMCSASWf FCEi fiaanee Division, office of the Conaptwsilor 

SUSJ^rri Ir&nafar of 

25X1A 

tb 1955 


1* A pereoosal nation has boca initiated rfHpKwitog tl» 
tmnnfar of rub jest from ilulaissa to | 

»lth m effective dot# on or about « 

?« It i« 3?«f that /oar office furnish wrbiftmtim 

mm to the #tataa of subject’s advance account as soon m possible. 


25X1 A9a 
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lav&aanMM fur* fi nmm PtoMion 

MMMft fmMimvrlm §«p£ar*« *#***««• * - - - - 

■ Ju Hi if. 1* t* maMUtj you that t . i* processing 

a personnel action to transfUsr cn a** about m « 

25X1 A 

f, U a«c©*» 3 km it is i»q:s«ted that you provide 

this office with a certification m to the status of tbs tiMsMrrlaf 
tadivtda&I’s advance account. 


25X1 A9a 
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FINAL PAYMENT CLEARANCE SHEET 


NAME OF EMPLOYEE 


(Last ) 


(First) 


(Mi ddl e ) 


REASON FOR CLEARANCE 


RESIGNATION FOR CONVENIENCE OF GOV'T 


OVER 60 DAYS LEAVE 


RESIGNATION FOR PERSONAL REASONS 


other ( specify ) 


9005 1 A 0 E 


LAST WORKING DAY 


OFFICE ASSIGNED TO 


ITEMS TO BE CERTIFIED 


1. HOSPITALIZATION AND INSURANCE 

2. EXIT INTERVIEW 

3. DRIVERS LICENSE. GAS, OIL. ETC. 
4 . LI BRARY MATER I ALS 

5. NON- EXPENDABLE PROPERTY 


6. RESERVE STATUS 

7. DEBRIEFING 

8. CLEAR ACCOUNT 

9. MONETARY FUNDS 

10- TRANSPORTATION ACCOUNTS 


1 1 . SPEC I AL CLEARANCES 

12. SELECTIVE SERVICE MATTERS 

13. INTERNAL MATTERS INCLUDlr; 
T/S CONTROL 

14. RECORDS CLEARANCE 


CERTIFICATION OF OFFICIALS (Please include comments pertaining to exceptions in an attached memorandum) 


I CERTIFY THAT THE ITEMS FOR WHICH I AM RESPONSIBLE HAVE BEEN CHECKED WITH OFFICIAL RECORDS. AND. EXCEPT AS 
INDICATED. THE EMPLOYEE NAMED IS CLEAR OF OBLIGATIONS WITH CIA. 



EMPLOYEE SERVICES DIVISION (Certify items 1 ft 2) 

ROOM NO . BUILDING 


MILITARY PERSONNEL DIVISION (Certify item 6) 

ROOM NO . BUILDING 


TRANSPORTATION BRANCH (Certify item 3) 

ROOM NO. BUILDING 


MAIN LIBRARY (OCD) (Certify item 4) 

ROOM NO. BUILDING 


OTR LIBRARY (Certify item 4) 

ROOM NO. BUILDING 


MAP LIBRARY (ORR) (Certify item 4) 

ROOMNO. BUILOING 


OFFICE OF LOGISTICS (Certify item 5) 

ROOMNO. BUILDING 


CIA CREDIT UNION (Certify item 8) 

ROOMNO. BUILDING 


CENTRAL PROCESSING BRANCH (Certify item 10) 

ROOMNO. BUILDING 


OC i (Certify item 11) 

ROOMNO. BUILDING 


OFFICE OF DIRECTOR OF PERSONNEL (Certify item 12) 

ROOMNO. BUILDING 

— 

EMPLOYEE OFFICE OF AS GMT (Certify item 13) 

ROOMNO. BUILOING 


FI/RECORDS INTEGRATION DIV (Certify item 14) 

ROOMNO. BUILOING 


COMMO SECURITY (Certify item 7) 

ROOMNO. BUILDING 


OFFICE OF SECURITY (Certify item 7) 

ROOM NO. BUILDING 


FINANCE DIVISION (Certify item 9) 

ROOM NO. ££ BUILDING ^ 


FISCAL DIVISION (Certify item 9) 

B0 °" N 0 - wn g l,a“ UILDING Aloatt 


ROOM NO. BUILDING 



CERTIFI C ATION BY EMPLOYEE - 

I CERTIFY THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF I AM NOT INDEBTED TO THE UNITED STATES GOVERNMENT 
AS A RESULT OF MY CONNECTION WITH THIS ORGANIZATION. 


WHATSOEVER 


D A TE _ 


SIGNATURE OF SEPARATING EMPLOYEE. 


FORWARDING ADDRESS 


NUMBER. STREET. CITY. ZONE. STATE 


TELEPHONE 


FORM NO . n | 
I MAR 55 


REPLACES FORM 34- 30. 

\ APR 54 WHICH MAY BE USEO 


CONFIDENTIAL 
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( 9 - 30 ) 
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G : 


HAMS 


M93* m 


M 


y 


M-rj 


1* Memo 1 1 A8*i#tfcnt Director by iratLYiduai | I * P 

Returned to individual n ~'&b&klSm'£ 






, 2 t letter of Appreciation 
3o I‘reh»Ertt interview - appointment 
iio S. Fo /$2 Resignation Submitted 

5« FEK Re. pasted ^ _ ro Pweenijel 

6 0 Claaram* 




S%«P* «■ .u 

... ,5^ * , . . .. n 


Sf i 


a.-- SI OCI Notified 


Debriefed 


b 0 Toi i Secret^ 

Co Q v iiearanco 
do Cosmic 4 V 
®o &st agency Plan 


Cancelled 


Cancelled 

to- «h> 

Cancelled 


7 0 Properly Clearances Document signed forj 
C/CI i? l„ Equiptaant, Etc.-. 



3c Standby Ljfet' 25X1A9a 
Br Chock i osi ^fSsS!^n'«nK jj 

- S'* Change S&£ ©a s Requested 

Conpl .abaci ' 

1C. n 0 Wat- eh Officer- List- 

bo Foe ice t Cards _ 

.. Co Staff Duty- folder 

11 o Design*, blow and Authorisation 

12.. Trainit. j Material _ _ 

13 •. Lisdsor Malarial 


V$$fj 


r«»«t >n ■ i n M-yif 

’ «' v' -l'l’ R 
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25X1 A 



FI DITOIOS mMMWm 


m i 


mm t<m sa m mnkm mt svbjicj has m mmmmtm 

mb m ssw® am mjx oahu® st m mmam* 
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Ftomrif Claude 
CfcXTXFECftIK 

yi/Lo 




T, . certify that I do not hare 

• mm 

any IN r*eM a w < at Property In -*y poutwion, that ail ilowrnwnt property 
pranrioaoly «nt rested to sy cere has boon dtOj lr*aef erred t;«rough 
ftgonay aqpply channels} that I bare not boat, da-weed, or destroyed 
any property for whieh a Sanity sport boa not boon prepared and a 
ifa*i ■< aw of ^relief fra es . r esttcaioi bi i tv* 1 re nde red by the Property 
Survey SaortU 


FBaa'WKy 


nun or iemi 

1, ! '«oif«ottDn 9, Pm (Ovoraeao) 3* TfflT 

iu MO'tnro ?*o» oec-rsea* 
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s R i; T 


DiVISIOli 
GWCK LIST 


MMMTmh 


I. MIT UJTr. yzmS 

(211"? , flR 'IVtUOH - 

pfipsnaw. emeu, 

currt. mu, - - 

ri* m/mmi, 

■out 151'/ J - 

hi*- m/we ace, 

mm naff 4 

(If Bjjppiiew mm fltuu’g*** ia ^loy««i w»5 

If. 1DKW6X KOHIUA 

sitMsmaE owm* 

noon 1059 J - 

(If mmaUM *m charged in awplvyrn 1 a »*»•) 

7. S@CRST nocwsws 

mcmm'r yo« wcutwro in H 

at fi rjujaaa, bis in tdcr sctxslis ns-sonsL file all etF-ns gf 

SI?. MM ST- FORM 50 MfE ’SfHI WKXYVSS S»'S#IMS NOBCMftKi* ACTIO® 

mm » roe. wsr a--j: ^r^tai earns aw> mill pi gifss to tot 

Fo • MffjffiM «#»* mW*» 

7 XX* ;m,-AK£ Cj, Aft A«3f TC0 iAI MVK wltfe Ttf- SHU #1M * 

32Sf&t#Re 
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wf; Dimia cbsck mmx 


*•* antorlag <» duty, nwignlUf , 

trun9t*mw' to ’*51, ^ranif erring tram WB, departing for overfly as, 

rotomlng fro» oversea® •ffoatiw — » (Croa la 

tnoao not appiteafcla ■ . 

csdof, m . 

V/Chiet, ‘..T 

cnl«f, ■&/?!. ___ 

c&±«f, m ttAm 
lft/A<WLn 


IS Otwtrol 
yg/Rraneh __ 
KB/?T 
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.'PJECT 


Notification of Tour of Duty Expiration 


* ^ ftn agreement with the Department 

1- This Agency has entered in noTjnal tour of du ty for 

.A' Defense whereby three (3) X® J except in the oase of Marine Corps 
officer personnel assigned to CIA, ex * f tw0 (2) year duration, 
naval nXtore whose normal tour will be of two W y» 


u are therefore advised that the Agency tour o following 
will expire on * 


wlH exp-re o this '"of fleer’s status: 

to be fdUovad in d.tenalnlng this. ox lie- 

i f\ 


a. Px.ncnron.nt of . U’suShS .ioi SE?* 

her.oe requisition for raplaoement should be saonxu 

than 


Tf no replacement is required, a statement to that effect 
is desired. 


Tf available for reassignment, the parent service «°^ rned 
„1U C U notified oi. hundred and twenty (120) day. prior to the 

expiration of tour > 


d. 


XXnleaa infers, tlon^to^oontrery^l. reoel^n or tefore 

* /*/\ 1L * 


, avauttUAAAw; 

date within the thirty-. ixth ( 36 ) month of detail. 


1. If it la determined that thla officer will be reloaaed upon 
oocpletlon of tour of duty, the following a reque 

»**'**•-':& -v ...Me fax 


• > ''.a;- -JP* 




! Earliest data offloer wlll be available for release. 


• . b.‘» latter fro. theoffioerooneernad 

ToSl““m ^MTtrnoUfloatlon of hi. «l.as. to 
his parent service. 


W 2 





t-,4v- 1» datamlned that thla offloar 1. a ^ration, 

ini^Wjaxl whose an extension of bis tour with 
request ,10*1 a ^h^JuurnWsonLl Division, with the concurrence 

3\£ £SS25 ro^n.Thg Justification 

^^"e^^^rfr^^oS^rhSVrent service for a tour 
of duty extension. 


5. Request this Division be notified of this officer-, status not 
later than — 
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. o ChHf, Military PersonneJ 



^MlftOP 290051 


-0 




i :«tST 


25X1 A9a 






V"? 



Approve; 


Personnel Division 


otter to Chief 


2. Include thC following: 

n. Type or assignment specifying geographical areas desired 
in order of preference. 

b, ' Amount of delay enr^ute you wish specified on reassign- 
ment orders, 

c. Any other pertinent information you desire to be brought 
to the attention of the Career Management Division. 

3 Any special assignment requests such as sohools jhoujLd be 
mde a'matter of separate correspondence in accordance with P- 

preprint*' regulation. 


25X1 A 
25X1 A 




1. Addre3S letter te the Cornender, 1007th Air Intelligence 
Service Group, Washington 25, D. C. 

•" , ■ ,3te ’!• - *4- -Mrcr 

2* Include the following: 

a. Occupational field of assignment prefereno^oUowe^y 

rhniee of geographical areas. 


«. *• , .*• 

i * 


U Ah UA1.W* 


Fo^oversoas 

preference. 


25X1 A 


V hp-Ml. ':i.<l*A«ht iteltetlonc, other t.hnn phyclo.1 r.«on., .uch US' 

surviving .oh.'terrlage to . omu n.tlon.1, .pprowi »PPUo» 
ti<m fer schools, hardship eases, eto. 

; #4.Uy enroot. you vl»h .peolfled on ree.signnent 

' i inv s ocial assignment requests suoh as schools should be made ^ 

' ' . fitter 7 eeSrote cor^^r.clln eocordenoe with the .pproprlete 
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JA1E 

Returnee Payroll Information 

Feiranent Cnarv-e c .f Station From 

Tempo: ary Bucy ar.u Heme Leave from 
tc the United States 


UTA'J r: 


jF ifpapture: 


La.^t Fsia at Stati-n Thrv^_ 
Amount i 


M^positicn of C’Jvok; 


*> 


i vT ? w " 

• J ^ W VAUT - Pn w:- 


■ «<*■- 


Slop Fi.vtl All 'I -,-:: 

YES 
NO 

v™? (Tr.) (IS NOT) ATXAt’123 T ) 
H*^SUW3$ ACCCiaANY FMITjCYFE, 

■t- 4'j^ r " It.* ^ ^ . '' $a ?’ * 

, i; , . j • cfi- 1 

i^Arr-3 : ' ’ — 


«?■ 

..r 



1 tsf? 


i : :w. •Yee r s signature 



,fe- 
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KSr* 3 ?!? j 




. g, iffjyjgjij r ii iwiin 


' W f ' t 1 *" t * r 


kevlcatt:'?; cf crypt 'iofafkic c'.eaka ncf, 

DEBRIEFING ol ATLMEJ'l 


bee: ir.fvrr.? d “that ay CIA cryptographic clearance nus been 


VoKoi effective this 

. * 

0 . 



nee 

• L — - * . . - 

... t . - . 

r^voc-vt *. r 

r ~ c. my cryp 

! Oi.r .. . a- v i ^ 

. mo •iutor.if.tie'u ly 

f re. 

further a 

ccetE to Cl/. 

utnfi cryptographic 

*- • :■ 1 i cr 1 J* - r:: • . 1 1 o 

I: y 

;* that it 

doe:, rtf r- ■ 

ionrv me from my 


. i ‘ v-n t<" protect 

! 

re rarity o 

f cr/ptorrup 

nic information, 

the 

•„ j...-.;,*' c£ w: i zi, I x 

• (V 

t i 1 1 r*"* t 

-.11*. » i Z l : 

1 or.' to pr 

C't VC 

' A.:'; rrr-.t i t.. tu 


*. -f ~v . 

: . I t v . ' . * . * 

r. .Likewise 


O' u t;.- ' r;-7't.oi*rap 

: . 1 

. i . r rv.il > ' 

’ t ^ v i . t T 

. . . u'-vernment 



It;; :V:.,u»!i I have tear ir.: or mat I or . 


r,- 


ur/Jorutana that I 
:y cryptographic cic 
T/":r disclosure of 
-$\'A rdimcnt tu.dtr tho 


fuc bound ty that Act even after the revocation of 
■.rr.ncc and cy termiretion from CIA, .*nd that im- 
cryp* /graphic ir.f c mat ion could subject me to 
proviaions of the Act. 


‘ 4. I certify that no CIA 3toff cryptographic material remains 
h ‘possession. 


I tneafs s H 


Digr.ed: 
Date : 
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